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I i - INSTRUCTIONS: See Publication NO. 76-RM-1 for instructions on completing this form. Forward signeh original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenup, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

! 

1 5. D ~ e r  of Series 
Latest 

I To Date 

' Apoiication Det8 

.. ~ ~ 

5, Remids Series Title (followed by title used in office; if different) 
4 

Personnel L i s t i n g  

A ency bdd ess 
teorgia borts Authority ; 
Administration Division 
Personnel Department 
Post Office Box 2406 
Savannah, Georgia 31402 

! 
I 7 8 - 2 5 0  

Date Completed ----I ~ - ~~ 

IOCT 2 7 1978 I DEC .-- t 5 1978 1 

- .~~~~ ~ -_ _~__ -J.. . . ~ 

16. b%n and mice Fun&.lrn What i s  the function of'the Divisioii and the Office in which.this record series is created? 

I Responsible for  recruitment , tralning, job analysis & c lass i f ica t ion ,  formulation and 1 implementation of personnel programs and procedures. 

~ -- ~ ~~~ .~ - ~.. ~ ~ ~~ ~ - ~~- ~. ~ 

7. Record Series Description This file contains the following documents (include form numbers and titles, i f  any): 
Attach samples of the file. 

Documents relating to: L i s t i n g  of G.P.A.  employees. 

Information giving empl'oyee's name., employee's number, job status, 
employment date , soci a1 security number, hourly r a t e  of pay , pay 
date,  c lass  notation , classif icat ion date , birthdate. 

~;Ic- 

1 
Included are: 

I 

File i s  arranged: i Chronologically by printout , alphabetically by name on printout. 
-~ ~ -~ ~ ~ ~- __ .~ ~~~. .__ I___ __-_- ~ .- 

How often are records referred to which are: 
2 1 

8. Monthly Reference Rate 
Seven to twelve months old ---.-: Thirteen to twenty-four months old 8 

-0.; ,--? 
One 10 six months old -. ~~~. 

twenty-five months and older- 

Letter-size drawers -~ 9. Annual Rate of Accumulationof Records 
. ~.. . - ~ ~ -. _ _ _ ~ _ _ _ ~  ~~~____-_~ I ._  _I_~. .. ~- 

I 

i -..-; Legal-size drawers ---__-; 1 Shelves - _ _ ~ ,  . Other (specify) __._.___ .. . .. .. . .. i- 
~~ .~ _ -  . .~. ~. c_̂ _.IIDI---u-,- c___l__.__~__~--.- - 

=0--71; Rw. 76 (over1 



e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these . .  
. . docurn_enrr_be~sch_e~~ui~~ePar~!ul. - -, ~. -. _f_-_ 

f. Is the. information. containedi~thiz~seri~~ wer a u b l i s k i i l ~  If-y$s-afiacf.cm~ 
~ .__._ 

-. - 

g. Is  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication of t h i s  series in your office, or in another office or agency? 

i. I s  t h i s ~ a i e s ~  (0r-a maiorortionof~itlresvlarlv miaafilmed? - .. ~~~---..-I ~ - ,  

~ i. ~  does^ the record series result in cOrnDuter mintout? - ~~~~ ~ ~ ~ ~ . __ ~ ~ . .  .- 

.~ ~ _ _ ~ ~  - 
~~~ 

-lfres,attach~~coov, ~ ~~ . . ~  ~- -. . .,__ 

-~!f~ver,wherel. ~- .. 
~ __- .. _ _  ~~~ ___ 

11. Retention Requirements .t The foltowing requires the series to be kept: 
~ ~~ 

a. State Law .~ .~ ~ _ _ ~ _  years. 1. Audit period 
b. Statute of limitation , - ~ . .. . ~. -years. e. Administrative need 
c. Federal law 

~~~~ ~~ -years. f. Federal retention instructions 

Attach copy or excerpt of laws or regulations. Explain'administrative need. 
These records are the only  documents we have i n  which t o  r e f e r  t o  whe 
when the employee i s  changed from an hour ly  t o  an exempt status,  prom 
and in format ion which i s  no t  found i n  t h e i r  personnel f i l e .  

an employee update 
:i onal informat ion,  

~ . . .  ~~~-~ ~-.-- ~ -_ -. .... . - ~~ ~ . ..l~_l_~.~. .. ~ 

12. Amroved Disposition Instructions This agency recommends that the file series be cut otf at  tht end of each: 

@ Calendar Year; 0 Fiscal rear; 0 Other __ 
gl Hold in the current files area 

0 7ransfer to State Reoords Center: hold I 

-month(s) -- 1 ~- --yeark); then 
Transfar to local holding area, hold -3-- - -yearb); then 

yeark.); then 
B Destroy. 
17 Transfer to State Archives for permanent retention. 
0 Other I S p x i f y /  

These istructions app . to a l l  prior an ire accumt tions of the ser 5. 


